
[image: image1.png]‘Q_s’ Queen Mary

University of London




REMOVAL EXPENSES
1.
Eligibility of Staff

The payment of removal expenses is normally limited to the following categories of staff:-


a)
Academic or non-academic staff on permanent appointments;


b)
Temporary academic staff on HEFCE funded appointments for a total of more than two years’ duration.  Retrospective payment may be made to those whose appointments are extended beyond two years.


Expenses will be reimbursed only where it can be shown that a move is necessary, e.g. where a new member of staff is moving from outside the London Weighting Allowance area to within it and when the move takes place within 12 months of taking up the appointment.  Approval of payment where these criteria are not met would be subject to the approval of the Head of Department or Director of Institute.

2.
Liability for Refund


If the employee resigns within one year of taking up the appointment the College may require a refund of the total amount or of a proportion of the amount.

3.
Financial Limits
A.
Removal from another address in the UK

The limit of the College’s liability shall be determined by the Head of Department or Director of Institute and will normally be limited to £4000.  Expenditure above this limit must be confirmed by a Vice-Principal or the Warden or the Secretary to Council & Academic Secretary.  Only the following expenses will be considered for reimbursement:

a)
Removal expenses and insurance;

b)
Legal and agents’ fees on sale and purchase;

c)
Reasonable travelling expenses for one visit to the new area;

Removal expenses will be reimbursed on the basis of the lowest of three written estimates.

Special items of equipment, which would be exceptionally expensive to remove, shall not be eligible for reimbursement.

Claims for reimbursement shall be submitted to the Head of Department or Director of Institute for approval and must be supported by receipted accounts. Reimbursement of items at (b) may be restricted to fees for a similar type of property.

In any case of doubt about eligibility the matter shall be referred to the Chief Administrative Officer.

B.
Removal from address overseas

The financial limits shall be determined by a Vice-Principal or Warden in each case on its merits.  Conditions of reimbursement shall be the same as for removals from within the UK.

4 Tax


Under certain circumstances, removal expenses are taxable. Tax is NOT deducted by the College. Information on any tax payable may be obtained direct from the Inland Revenue. 
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